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Preface 

The suggestions in this hand-book are in- 
tended primarily for the many persons who 
have to do with the entertainment of conven- 
tions of a religious character. The plans 
suggested, however, may be made to fit any 
convention, from a local gathering of fifty to a 
national gathering of thousands. Modifica- 
tions will be necessary, of course; but the 
principles governing the entertainment of a 
convention are here outlined. 

The book is written specially for those who 
are locally responsible for the care of a gather- 
ing. Hence many considerations relating to 
the prepan^ory work which is done by the 
visiting body have been omitted. No attempt 
is made to cover such phases of the subject 
as are discussed, for instance, in the exhaustive 
and authoritative work shortly to be published 
by Dr. Joseph Clark, secretary of the Ohio 
Sunday-School Association. 

I am indebted to tile following for the 
service they have rendered me in reading 
preliminary proofs : Hugh Cork, Chicago ; Dr. 
Joseph Qark, Columbus, Ohio; the Rev. E. 
Morris Fergusson, Newark, N. J. ; C. R. Fisher, 



Digitized 



by Google 
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San Francisco; J. E. Jackson, Toronto, Can- 
ada; Elmer E. Lacey, St. Louis, Mo.; W. G. 
Landes and Dr. F. W. Lange, Philadelphia; 
and W. C. Shafer, Wheeling, W. Va. These 
experienced secretaries have made a number of 
exceedingly valuable suggestions, many of 
which have been incorporated in the book. 
The use of their names is simply a grateful 
recognition of their help, and does not imply 
that they endorse every plan presented. 

E. c. F. 
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Inviting the Convention 

Certain distinguishing characteristics mark 
conventions, and by these characteristics we 
are enabled to group them. 

(i) The local convention. This may be 
wholly formed of members of one local church 
or association, and be based on\ the plan of a 
local institute. For such a gathering, mafiy of 
the plans outlined in the following pages may 
seem elaborate; yet even a local gathering of 
this kind may be made to run more smoothly 
by a carefully selected group of committees. 
There will need to be a program committee, 
and, if meals are to be served, an entertain* 
ment committee. 

Or, the local convention may be extended to 
include a number of people residing in the 
same town. In this case, besides the program 
committee there will usually be found a need 
for several of the committees suggested in the 
following pages as essential to the success of a 
convention containing out-of-town delegates. 
How many of these committees will be needed, 
and the extent of their work, will depend upon 
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2 Conventions 

the character, duration, and size of the gather- 
ing. The chapter on The Small Convention, 
page 4, oflfers special suggestions for a gather- 
ing of this kind. 

(2) The district, county, state, or national 
convention. As distinguished from the local 
convention, these gatherings bring to a central 
place scores or hundreds of people who must 
leave their homes and take up their residence 
for several days in the convention town or city. 
Many thousands of conventions of this type 
are held annually in this country, at least 
fifteen thousand being devoted to the Sunday- 
school cause alone. 

THE INVITATION. 

It may be entirely right and feasible for a 
small group of people, say four or five, to ex- 
tend an invitation to an organization to hold its 
convention in their locality. Generally speak- 
ing, a larger number should join in the invita- 
tion. If twenty or thirty well-known people 
join in inviting a convention to meet in their 
locality, they are going to feel a certain respon- 
sibility resting upon them to make the con- 
vention a success when it comes. By having a 
hand in the responsibility of extending the 
invitation, they are going to be more ready to 
take active service in the local committee. It 
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Inviting the Convention 3 

is of utmost importance to the visiting body 
to be assured that the invitation has been ex- 
tended by a group which is properly represen- 
tative of the community. 

If a city organization is to entertain a county 
or a state organization, the invitation will 
usually be extended by the city organization or 
by its officials ; but even in that case something 
may be gained quite frequently by asking 
prominent people outside of the local organ- 
ization to join in extending the invitation to 
the larger body. In this way many people of 
influence may become interested in the con- 
vention and its work. 
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The Small Convention 

It is a common mistake to suppose that be- 
cause the convention is to be a small one — 
say a hundred delegates> or even less — ^practi- 
cally no preliminary arrangements need to be 
made. No matter how small the convention, 
nor how short its duration, the hosts should 
see to it that everything is provided for the 
comfort of the delegates and for the success 
of the convention proceedings. 

The small convention' does not require 
plans on a large scale, but it is likely to require 
thoughtfulness and care in every essential in 
which the larger gathering requires these 
things. It is a diflference in extent of prepara- 
tion, not in kind. It would be a mistake to 
multiply committees unduly until they become 
a burden, but it might be better to do that than 
to leave all the details of the meeting on the 
shoulders of one overworked individual, as is 
so often done. 

The suggestions in the chapters following 
this one are intended to be sufficient to provide 
for a very large gathering, of more than one 
4 
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The Small Convention 5 

day's duration. But many of the same sugges- 
tions apply with equal force to the smaller 
meetings, or to gatherings which conclude 
their sessions in one day, 

FOR FIFTY DELEGATES. 

Take, for example, a convention which will 
have possibly fifty delegates. Let a local con- 
vention committee be formed, as suggested in 
chapter 3. This committee need not be a large 
one, nor need the meetings be numerous. 
But its work will surely be better done if 
divided up and put into the hands of sub-com- 
mittees, as suggested on page 14. The prob- 
lems of finance and entertainment will be pro- 
portionately as large in a small community 
entertaining a small convention as in a city 
entertaining many hundreds of delegates. Let 
these committees adopt as many suggestions 
as are feasible from the chapter treating these 
subjects, and modify them for their own use. 
The committee on places of meeting will have 
plenty to do if it provides a suitable hall, 
properly lighted and ventilated, and looks care- 
fully after the comfort of the delegates while 
in convention session. This committee has a 
large duty devolving upon it to see that in 
meetings where crowds gather the audience 
is safeguarded from danger of fire and panic. 



Digitized 



by Google 
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Every precaution should be taken in this re- 
gard, and no amount of eflfort should be con- 
sidered too great to avoid danger and accident. 
Panic may come to an audience of two hundred 
gathered in a building designed to hold one 
hundred as readily as to a g^eat audience in a 
city halL 

The local sub-committee on publicity is 
needed for a small convention as surely as a 
large one; yet it is seldom organized except 
in the case of larger gatherings. Indeed, faith- 
ful publicity work will often cause the small 
convention to grow to one twice or three times 
as large in a few years ; hence it is well worth 
while. 

It would be well, therefore, for those having 
in charge the smaller gatherings to read care- 
fully the entire discussion of committee duties 
and to adapt for their own use those ideas and 
suggestions which will meet their local con- 
ditions. Because some things have not here- 
tofore been done is no sufficient reason why 
they should not be done if they commend 
themselves as desirable plans. 
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The General Committee of Arrangements 

The local convention committee is usually 
called The General Committee of Arrange- 
ments. It has entire charge of the local 
arrangements incident to the convention. 

The question "Who shall serve on the Commit- 
tee of Arrangements ?" is most clearly answered 
by determining exactly who is to act as host. 

It is frequently a courteous and helpful thing 
to request an official representative of the body 
to be entertained to express in writing his re- 
quests for the comfort of his constituency ; as 
a rule it is better not to invite such representa- 
tive to sit in council with the local committee, 
except at some special conference called for 
the purpose. 

ORGANIZATION OF THE COMMITTEE. 

Like a river, the work of the committee will 
hardly rise higher than its head. The choice 
of a chairman for this committee should not 
be a haphazard one. When a large com- 
mittee gathers for organization it is too often 
customary to allow the vital matter of selection 

7 
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of officers to be decided in a very loose way. 
Some one is named for chairman; he may be 
very unsuitable, but for fear of offense no 
other name is mentioned, and election follows. 
The not unusual result is that the executive 
head chosen is wholly unfitted for his work. 

A better plan than the above may be pur- 
sued. Sometimes the General Committee is 
called into being by certain persons in author- 
ity. It may be well for these persons, in 
selecting the committee, likewise to name the 
chairman. If a local committee is called into 
existence by a group of individuals whose 
authority ceases when they issue such a call, 
it is well that a temporary organization be 
effected at the first meeting. Then let a nomi- 
nating committee of three or five of the wisest 
persons be chosen, and let this committee pre- 
sent names at a later meeting to fill the several 
offices. Time will be gained rather than lost 
by this procedure. The choice is more likely 
to fall on the man whom the office seeks than 
on the one who seeks the office. 

THE CENTRAL COMMITTEE. 

The General Committee, when it represents a 
large community, may well consist of a num- 
ber of members, the details of its work being 
referred to a smaller group known as the Cen- 
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The General Committee of Arrangements 9 

tral Committee. When the chairman has 
been selected, allow him to name the several 
chairmen of the necessary sub-committees, and 
gather them about him as a cabinet. The gen- 
eral chairman and the various chairmen of sub* 
committees may then be placed in executive 
control of the whole situation. They will be 
known as the Central Committee. To this 
committee will be given the power to execute 
the will of the General Committee, and to act 
in all matters where power has been formally 
given to it by the larger committee of which it 
is but an arm. It will of necessity meet more 
frequently than the General Committee, and its 
work will be of a more detailed character. 

Avoid the mistake, however, of allowing the 
Central Committee to do all the work without 
consulting the entire local committee. The 
Central Committee is but a part of the larger 
committee, and the latter should meet fre- 
quently to hear reports from the Central 
Committee and to direct its work. 

All questions of policy and the larger items 
of expenditure, together with the wider plans 
for the convention, should be decided by the 
General Committee ; but much valuable time 
may be saved by insisting that each sub-com- 
mittee attend to the details of its own work, with 
frequent reference to the Central Committee. 
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An illustration: The General Committee 
would consider and pass upon the question of 
appropriating a sum of money for decorating ; 
but the question of decorating with plants or 
with bunting is a sub-committee concern, and 
should, if possible, be settled there. Much 
valuable time is frequently lost by discussing 
minute details in the General Committee, after 
a suitable sub-committee has been duly ap- 
pointed to look after the matter in question. 
If a sub-committee wishes additional light on a 
matter of detail let the chairman of the com- 
mittee take counsel with the other chairmen 
associated with him on the Central Committee. 

Avoid the common mistake of filling the 
General Committee with persons who are 
chosen wholly because of their prominence, 
or because it is desired to interest the body 
they represent. This committee may stand 
a very few persons chosen because of these 
qualifications, but the number should be a 
very small part of the whole. Work — 
persistent, painstaking work — is the price 
to be paid for a successful outcome of the 
committee's efforts, and a working com- 
mittee must be had at any cost. A man's local 
prominence should be counted greatly in his 
favor if at the same time he can be counted on 
for service ; but in every community there are 
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persons who have a well-earned reputation for 
accepting places on any committee that will 
get their names before the public, and who are 
never seen at a committee meeting after the 
first one. These are good people to omit from 
the General Committee. 

THE CHAIRMAN" OF THE GENERAL COMMITTEE. 

He will be chosen, presumably, because he 
is a man who, in other walks of life, has learned 
the art of bringing things to pass. He should 
be a master of detail; a man who is never 
swamped when he finds a score of things 
awaiting his attention at one time. 

His duty will be to oversee all departments 
of preparation. His greatest success will 
doubtless come if he is so constituted as to lay 
his plans well and then hold others strictly to 
the fulfilment of those plans. To do it all 
himself would usually be impossible ; to try to 
do it himself after the work has been assigned 
to others, usually destroys the effective- 
ness of his committees. If, however, an indi- 
vidual or a committee fails to do the work 
assigned, the general chairman should have 
such a perfect equipment of kindness and 
forcefulness that he will be able, without seri- 
ously hurting feelings, to get the work into 
hands that will do it. 
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He will take nothing for granted. That is, 
he will never assume that such-and-such-a- 
matter has been attended to because "Mr. A. 
surely wouldn't overlook it." Rather, he will 
assume that any detail of which he thinks may 
have been overlooked and will make sure that 
it has been attended to. In assigning work he 
will gain by seeing that each single detail is left 
to an individual, rather than to a committee. 
The individual feels personal responsibility; 
each member of a committee is likely to assume 
that that item will surely be looked after by 
some one else. 

The chairman will do well to carry with him 
a note-book, with a section devoted to each 
sub-committee. As fast as any matter turns up . 
that affects a committee, it may be jotted down 
in the space provided. Thus, he may be meet- 
ing with the Committee on Finance ; a matter 
comes up which is clearly under the care of the 
Entertainment Committee. If he trusts to his 
memory he will doubtless forget it ; if he jots 
it down in a note-book in the space provided 
for the Entertainment Committee, he will bring 
it to that committee in due time. 

He will do well to meet with each of the sub- 
committees when feasible ; and at any cost he 
will see that each sub-committee has a meet- 
ing within a day or two of the convention date 
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to rehearse its several duties, and at this meet- 
ing he will aim to be present and to satisfy him- 
self that no detail has been omitted. 

AT CONVENTION SESSIONS. 

It will be too much to expect that each ses- 
sion of the convention will be attended by 
every member of the General Committee. But 
each sub-committee should be represented at 
the place of meeting at every session. Sup- 
pose the convention begins in the morning. 
At the first session the chairman of the 
General Committee will doubtless be present; 
and it would be well that a designated indi- 
vidual from each sub-committee shall likewise 
be present, for prompt consultation with the 
general chairman on subjects affecting his 
committee. 

At the afternoon session, perhaps the General 
Committee chairman himself may not be able 
to be present. Let him designate some other 
officer or member of the committee to act in his 
stead; and again let each sub-committee be 
represented by a designated individual. The 
scheme partakes of the army and navy pro- 
vision for "officer of the day" or "officer of the 
deck" and will be found most useful. It is 
very annoying for the visiting officials to seek 
a conference with the General Committee 
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officials in the haste and heat of a convention 
and be told that there is no responsible official 
present. Again, it is entirely right and reason- 
able that the general chairman, or his desig- 
nated representative, shall at all times be able 
to confer promptly with a responsible repre- 
sentative of each sub-committee. 

THE SUB-COMMITTEES. 

The number of sub-committees will depend 
on the character of the convention. In general, 
the work to be done will group itself about 
the following centers: 

Finance 

Entertainment 

Reception 

Places of Meeting 

Ushers 

Music 

Publicity 

Recreation. 
The above committees may be augmented by 
two others — Program and Transportation. 
These are mentioned separately because they 
are usually appointed by the association to be 
entertained rather than by the host, and if so 
appointed there is, of course, no need for 
similar local committees. Some features 
of the program may be left for the local 
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committee to fill out — ^as, for instance, special 
music, or devotional exercises. It would 
be well for the chairman of the local com- 
mittee to consult freely with the executive 
officer of the convening body, in ample time, 
so that there may be no misunderstanding 
about details of this character. Musical mat- 
ters will usually be referred to the Committee 
on Music ; while other matters relating to the 
program, if numerous, would call for a special 
program committee. 

Where the delegates will remain in the 
convention locality over Sunday, it may be de- 
sirable to have a Committee on Pulpit Supply. 
In smaller conventions certain combinations 
may be eflfected which' will reduce the number 
of sub-committees, resulting in the following 
arrangement : 

Finance 

Entertainment (Including Reception) 

Place of Meeting (Including Ushers and 
Music) 

Publicity 

Recreatioa 
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The Committee on Finance 

This committee does not apportion amounts 
to be expended, as that is the function of the 
general committee, unless the latter has trans- 
ferred such authority to its Central Commit- 
tee, Rather, the finance committee is expected 
to raise the amount of money required by 
direct appeal to the local citizens. The appeal, 
if in writing, should be signed by persons well 
known in the community. 

A request by letter may not bring a sufficient 
return; in this event personal solicitation for 
funds may become necessary, and the course 
of procedure should be laid' out with great 
care. The persons to whom the work is com- 
mitted should have a perfect understanding, 
so that an individual, after having made a 
contribution, shall not be approached again 
by some other solicitor; and, again, so that 
probable givers will not be entirely overlooked 
on the assumptionf that some one else will see 
them. 

Where personal solicitation for funds is the 
plan carried out, great care should be taken to 
i6 
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see that no unauthorized person is allowed to 
act independently of the committee. 

In preparation for an interdenominational 
religious gathering, a plan frequently used 
with success is to apportion the amount needed 
among the several religious denominations of 
the locality according to their strength, and 
have each portion raised by a sub-committee 
of members of that denomination. Such 
apportionment can be suggestive only, and is 
not authoritative, and this should be clearly 
understood. It is an apportionment, not an 
"assessment." 

If a convention program is to be issued, the 
advertising space in such a program may yield 
a helpful revenue. Be sure, however, that 
every advertisement is scrutinized with care, 
and be willing to sacrifice all profit in the ven- 
ture rather than to admit advertisements of 
even doubtful propriety. If there is a doubt 
about an advertisement, leave it out. The gen- 
eral chairman should see all proofs of this pro- 
gram, including advertisements, before the 
printing is done. Caution — Make sure that but 
one program^ containing advertisements, is to 
be printed. Frequently the association to be 
entertained desires to issue its own program 
or hand-book, and a perfect understanding 
should be had on this point before proceeding. 
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It is a cause of great annoyance to an adver- 
tiser to pay for a chosen space in a program 
only to find out that another program has been 
issued about which he knew nothing. 

SOLICITING CONTRIBUTIONS. 

If the place of meeting selected will require 
the constant use of a certain line of street-cars, 
the company operating these cars frequently 
will be willing to make a contribution to the 
committee fund. 

The time to solicit contributions is before 
the convention. The Greneral Committee which 
has a deficit when the convention closes is 
quite likely to spend fiv6 times as much energy 
in raising the necessary money as would have 
been been necessary before the convention 
was held. Indeed, in many instances the local 
convention expenses should be largely provided 
for by subscription before the invitation is ex- 
tended. But even where that is not done these 
expenses should be provided for at least before the 
convention meets. 

OFFERINGS AND APPEALS. 

A perfectly clear understanding should be 
had in advance as to whether offerings are to 
be taken at the public meetings of the conven- 
tion or not, and if they are to be taken, it should 



Digitized 



by Google 



The Committee on Finance 19 

not be an open question as to whether they are 
to be turned over to the General Committee 
of Arrangements or to the authorities of the 
visiting body. The time to have this under- 
standing is before the convention comes and 
not after it has assembled. In some localities 
procedure in this regard is a settled policy, and 
there is no open question. 

There is a distinct obligation resting upon 
the General Committee to know before- 
hand the extent to which the visiting body 
will make an appeal or appeals for funds to 
carry on its work. The local committee is 
under obligation to the community which it 
represents to have a definite understanding in 
this matter. If it is clearly understood by the 
local committee that the visiting association 
will make an appeal for funds which will be 
directed in any degree to the residents of the 
locality entertaining the convention, and if the 
local committee agrees fully to that arrange- 
ment, the purpose of this suggestion will be 
achieved. There should be no surprises in 
matters of this kind and a mutual and careful 
understanding beforehand is desirable. 
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The Committee on Entertainment 

Three entertainment plans now prevail in 
convention; work : (a) The self-entertainment 
plan, in which the Committee on Entertain- 
ment suggests desirable places at reasonable 
rates, the visitors paying all their expenses, 
(b) The Harvard plan, in which the com- 
mittee provides free entertainment for dele- 
gates to the extent of lodging and breakfast, 
the delegates getting the other meals at res- 
taurants at their own expense, (c) The free 
entertainment plan, in which entire entertain- 
ment is provided for delegates without expense. 

For the first plan enumerated above, the 
local entertainment committee will need to 
select a list of boarding-places where entertain- 
ment may be secured at a fixed rate. In a small 
community, where people are well known, this 
work may be done without personal examina- 
tion of the places selected. In a city, where 
individuals are not known so well, no boarding- 
place should be recommended unless it has 
been personally visited and vouched for by 
some member of the committee. Where the 
20 
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work is large it is usually better to engage a 
thoroughly reliable person to canvass the com- 
munity and personally inspect the places 
offered.. When the Committee on Entertain- 
ment suggests a certain place to a visitor, the 
committee by that act is expected to vouch at 
least for the character atid cleanliness of the 
place ; but there the committee's responsibility 
should cease. 

Sometimes a list of available boarding-places 
is prepared and mailed to delegates in advance 
in order that they may by letter engage their 
stopping-places. Such a plan is likely to result 
in confusion. Letters are delayed or misunder- 
stood, and the delegate may arrive and go to 
his chosen stopping-place only to find that he 
was not expected and his place has been 
already filled. It is usually better to let the 
Committee on Entertainment make all assign- 
ments. 

NOON AND EVENING MEAL. 

Where entertainment is offered on any one 
of the plans outlined it is desirable that the 
noon and evening meal should be provided for 
in the neighborhood of the meeting-place. 
These meals may be served by a caterer or by 
a local committee of women of the church or 
churches, or may be provided for by referring 
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the delegates to near-by restaurants. In the 
latter case it is entirely possible' to arrange for 
a definite bill-of-fare at a fixed price, and to 
ascertain whether the service and food are 
acceptable before the restaurant is recom- 
mended. 

More and more those who plan for these 
things are realizing that it is entirely too costly, 
in other ways than money cost, to burden the 
women of the community with many cares in 
the providing and serving of meals. Fre- 
quently these women are the most earnest 
workers in the cause which is represented by 
the convention, and they are shut out from 
many of the privileges through the burden of 
work. It is earnestly recommended that per- 
sons be regularly engaged to furnish meals. 
If the women of the church or community are 
utilized at all, let it be simply for serving the 
meals, or for such other work as will not de- 
prive them of the convention sessions, and 
when this is done they will appreciate an 
arrangement which provides them with their 
meals before they are called upon to serve the 
others. 

Where free entertainment is offered, or the 
Harvard plan is adopted, the hosts will usually 
be secured in a way that insures personal 
knowledge of the homes offered. Remember 
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that the committee is responsible for placing 
the guests in homes of a satisfactory character. 

ENTJERTAINING SPEAKERS. 

Whatever plan is adopted it is customary 
for the local committee to provide free enter- 
tainment for convention speakers, and fre- 
quently for the officers of the visiting associa- 
tion. Wherever possible, entertainment for 
convention speakers and officers should be pro- 
vided at a comfortable hotel, rather than in 
private homes. The speakers are frequently 
busy men^ weary with long journeys, and the 
larger freedom for rest which is assured them 
in a hotel is a graceful recognition of their will- 
ingness to come. In a private home, such a 
speaker must necessarily feel himself under ob- 
ligation to his host, and his scant rest time may 
be invaded. The comfort of speakers should 
be given special care; many a convention 
speaker falls below his best work because of 
inconvenient entertainment. 

The chapter beginning on page 47 suggests 
a definite plan for the entertainment committee 
to pursue. In modifying the plan to meet 
special local conditions care should be taken 
that essential points are not omitted. 

The entire Committee on Entertainment 
should have full opportunity for consultation 



Digitized 



by Google 



24 Conventions 

at all timeSji especially as the convention date 
approaches and during the early hours of the 
convention. While a convention of several 
days' duration is in session it is well to have 
this committee arrange for the noon and even- 
ing meal together away and apart from the 
regular convention gathering. This gives a 
good opportunity for consultation during the 
time necessarily spent in taking meals. 

The entertainment committee would do well, 
in a large city, to furnish certain items of help- 
ful information to every delegate. Where 
souvenir programs are issued this information 
may be more or less elaborate; but even the 
reverse side of the assignment blank may be 
used to contain such items as a simple outline 
map of the city, with the convention hall as 
a center, information about car lines or car 
stops (near or far side of street), or places" of 
worship and time of service. This is hardly 
practicable where the assignment blank is to 
be surrendered to the host, as is often done. 

A WEAK POINT. 

The point at which this committee is most 
likely to fail may be shown most clearly by 
an illustration. After a long journey, Mrs. B, 
arrives in the late afternoon. She desires infor- 
mation about a place to stay, and is recom- 
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mended by the entertainment committee to 
apply at a given address. She does so, and 
finds that the house has had no vacancy for 
a week. She returns and seeks additional 
information. This time she may be sent to a 
distant point, only to find that the four vacan- 
cies there have been already filled by conven- 
tion guests, who may not have registered 
at all. This experience, with variations, 
may be repeated until she is too worn in 
body and mind to get any good out of the 
early convention sessions. No entertain- 
ment committee work is well planned that 
does not aim to provide against these con- 
tingencies. A report should be received from 
every house listed within twelve hours of the 
time set for the arrival of delegates. If no 
other means is available, a few boys on bicycles 
can reach a large number of people in a short 
time, in most communities, and secure replies 
to the following question : 

How many vacancies have you for delegates 

to the Convention? The 

messenger who presents this will await your 
reply. 

I can entertain — men women. 

Signed -. — - „.^ — -. 
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This should be compared with the record 
in the committee's hands, and the latter should 
be revised if necessary. 

NOTIFYING THE HOST. 

The committee, after having secured the 
promise of a number of people to hold places 
open for convention guests, should exercise 
great care in promptly notifying these people 
when it becomes evident that there will be no 
more guests sent to their homes. With careful 
foresight a chairman may generally determine 
his entertainment needs without waiting until 
the close of the convention. A great deal of 
criticism will be avoided if the committee 
promptly notifies those who are expecting 
guests as soon as no more accommodations are 
needed. People who are expecting guests will 
frequently wait at home for hours for their 
arrival; if no guests are to be sent to them, 
they are deserving of very prompt notice to 
that effect. 

The widespread availability of the telephone 
in these days will greatly simplify the work of 
this committee. Where possible a direct tele- 
phone connection in the place of meeting and at 
committee headquarters will prove very helpful. 
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The chief duty of this committee will be to 
meet incoming guests at trains, when the con- 
vention is of such a character that delegates 
will come from a distance. The best results 
will be obtained when it is assumed that the 
incoming guests will be totally unfamiliar with 
the place to which they are coming, and will 
need to be guided explicitly immediately after 
their arrival. 

The reception committee should have its 
members in attendance at every station where 
guests are likely to arrive, and these members 
should be clearly designated by a cap or suit- 
able badge. Sometimes permission, can be se- 
cured to display a large sign in a station at such 
a height as to bef easily read by people alight- 
ing from the trains. This sign should bear 

the inscription "Reception Committee, 

Convention." Beneath this sign the members 
of the committee can meet their guests. 
A somewhat smaller committee can usually do 
the work when this plan is carried out. The 
reception committee is responsible for seeing 
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that the delegates are taken to the convention 
headquarters for registration. 

REGISTRATION. 

The registration may very properly be as- 
signed to members of the reception committee, 
the delegate passing out of this committee's 
hands after he has received his assignment 
blanks partially filled out and is handed 
over to the entertainment committee. For pur- 
poses of clearness this portion of the reception 
committee's work has been discussed under the 
head of "A Practical Entertainment Plan" in 
the chapter on page 47, The reception com- 
mittee's work in registration is not done until it 
has turned over to the credential committee 
(appointed by the convention) all credentials 
received. . 

Some prefer that the matter of registration 
shall be left wholly to the executive officers of 
the visiting body, who appoint a special com- 
mittee to take care of it. It is quite certain 
that complete registration will only be secured, 
as a rule, by experienced workers. 

Where a reception committee fails to do 
creditable work, such failure is usually due to 
the following causes : 

(i) An insufficient force at the railroad sta- 
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tion to meet and care for a large number of 
delegates at one time. 

(2) Failure to cover every means of entrance 
to city; a large number of delegates are almost 
sure to turn up at the station unprovided for. 

(3) Failure of the committee to meet trains 
the day before the convention starts, or failure 
to meet trains early enough on the morning 
of the convention. Recently the reception 
committee of a state convention was directed 
to be on duty at 8 o'clock on the morning of 
the convention, whereas thfe most important 
train from a distant portion of the state arrived 
forty minutes before that hour. The result 
was great confusion and annoyance. 
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The Committee on Places of Meeting 

The character of a convention — as to size 
and duration — ^will largely determine the char- 
acter of the meeting-place desired, and the 
selection is usually referred to the committee 
here considered. For a large convention, 
more than one church or hall may be required 
for evening sessions; or, there may develop 
an unexpected demand for a place in which 
to hold an overflow meeting. The Committee 
on Places of Meeting should, therefore, hold 
itself in readiness for immediate action at 
any hour during the convention, and should 
have adequate reserve resources, ready for prompt 
use. 

It is generally unwise to arrange for meeting- 
places which may be rendered useless by sud- 
den changes in weather, unless there is ample 
provision made for prompt substitution. A 
great state convention, dependent upon a tent, 
was routed by a cold damp spell; and a 
national convention of importance, in the city 
of Washington, had to change all its local 
plans because of an unusual cold snap which 
30 
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made it impossible to heat the hall which had 
been engaged. 

THE COMFORT OF VISITORS. 

This committee should also co-operate with 
the committee on entertainment to see that 
each meeting-place is supplied with every facil- 
ity that will* add to the comfort of the dele- 
gates. Stationery, writing desks, post-office 
facilities, a bureau of information, rest room, 
and even a physician or nurse in attendance 
at every session (at a lai^ge convention), may 
be provided. Toilet and washroom facilities 
should be ample, and should be plainly but not 
conspicuously indicated. It is well to remem- 
ber in all these matters that it is the stranger 
who is to be borne in mind, and that plans must 
be laid on the supposition that this stranger 
is wholly unacquainted with local conditions. 

A checkroom, where wraps and baggage may 
be left, is a great boon, and it should be con- 
ducted in a business-like fashion, without fees, 
and never left to run itself. A few umbrellas, 
in case of stormy weather, could be loaned on 
the deposit of their value, this deposit to be 
refunded when the umbrella is returned. 

A bureau of information should be presided 
over by some one especially fitted for that pur- 
pose; one who has knowledge of local con- 
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ditions, and who has tact enough to answer 
questions without giving the information to 
everybody within hearing. Some timid per- 
sons would rather go a long time without in- 
formation than to have it given in a boisterous 
or public way. The information clerk should 
also act as a ''lost and found" agent for the 
recovery of lost articles. 

A bulletin board should be provided, but 
notices should be posted on this board only by 
some designated official of the local committee. 
Such a bulletin board will save time in giving 
notices to the delegates ; but the notices should 
be scrutinized as suggested to prevent unde- 
sirable announcements. 

HEAT, LIGHT, VENTILATION. 

Usually it is well to designate some member 
of this committee to be present at each session 
of the convention, in order that the heat, light, 
ventilation, and other matters of importance 
shall be in the hands of some one with full 
authority to direct. This representative of the 
committee should be known to the presiding 
officer, and should be able to communicate 
quickly with his fellow-members on the com- 
mittee if additional or larger halls are needed. 

This committee will do well to ascertain 
from the chief executive officer of the body to 
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be entertained just what the needs will be in 
the way of rooms for committee meetings, and 
provide accordingly. The hours for each ses- 
sion to begin also should be carefully studied, 
so that halls or rooms will be opened, lighted, 
or heated at proper times. 
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When the convention is to meet in a church, 
this committee frequently selects as head usher 
the one who fills that office regularly in such 
church. It is a pleasant courtesy and fre- 
quently works out well. But even this cour- 
tesy should not be extended at the expense of 
efficiency. If he is not the man for the place, 
get the man who is. It is well for the chairman 
of this committee to do no ushering, but simply 
to keep in touch with those who are doing the 
actual work. He is the general, and may well 
stay in the rear of the lines. Labor may be 
divided by selecting a head usher for each ses- 
sion. But usually it will be' found best to se- 
cure a man who, as head usher, can be present 
at practically all the sessions. 

By all means select your ushers from among 
those who will be courteous and affable. Don't 
invite the man who will be sure to play the 
martinet when "drest in a little brief author- 
ity." Adult classes of men from Sunday- 
schools may be used to augment the ranks of 
the ushers as ordinarily available. 
34 
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PROVIDE FOR EMERGENCIES. 

In a plkce where sessions are likely to be 
crowded, a positive obligation rests upon this 
committee to see that ushers are in attendance 
who know the building thoroughly, and who 
can be depended upon to act with discretion 
and promptness in case of panic. A catas- 
trophe of this character is sure to show up 
defects in preparation if such exist. 

In this connection there may be pointed out 
an almosti universal defect in caring for large 
gatherings. The building laws of large cities 
usually require that a number of exits shall 
be provided, and that an usher shall be avail- 
able to open the doors of each exit. While an 
offering is being received, however, these exits 
are usually left unguarded, and in the event of 
a panic the ushers would be unable to reach 
them and open the doors. There should always 
be on duty in a very crowded gathering enough 
ushers to collect the offering and to cover the 
exits as well. 

RESERVED SEATS. 

Accredited delegates should always be 
assured of seats if they arrive before the meet- 
ing has advanced more than a few minutes. 
Hence the necessity for reserved seats in a 
crowded convention. This reservation is fre- 
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quently a source of irritation and misunder- 
standing, and these results are almost wholly 
the result of insufficient announcement of the 
fact that seats are to be reserved for delegates 
and their hosts up to a certain hour. When 
this hour arrives the seats should be promptly 
thrown open to the public. The committee 
which successfully provides for its guests, the 
delegates, without reserved seats, will in most 
cases escape a great many of the unpleasant 
occurrences which seem to attach to such 
reservations. 

Many convention committees have made 
excellent use of Pages — ^young boys who are 
regularly assigned to the various sessions to 
make themselves useful to various officials. 
These boys may be used as messengers to 
convey messages from the presiding officer to 
some delegate, or between delegates, or to 
assist delegates in any of the many ways that 
a bright and nimble boy can help. They may 
properly come under the general direction of 
the Committee on Ushers, but a Head Page 
should always be on duty and in full control 
of these boys. 

The ushers should be particularly instructed 
to maintain quiet in the rear of the convention 
hall. For some unaccountable reason many 
people seem to think it a privilege to enter into 
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conversation in the rear of the meeting-place, 
to the great annoyance of those who wish to 
hear what is being said on the platform. A 
courteous request from an usher would usually 
be amply sufficient to remind the offender of 
his delinquency and secure quiet in the rear of the 
meeting-place — for which speaker and audience 
will be truly grateful. 

It is usually best for this committee to as- 
sume no responsibility for the safe-keeping of 
money collected during the sessions. The 
chairman of the Committee on Ushers should 
request the treasurer of the General Committee 
to receive in person or by deputy all money col- 
lected, as soon as the ushers have fulfilled their 
duties. 
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The Committee on Music 

To this committee will usually be assigned 
the following duties: 

I. — Provision of a leader of singing for every 
session of the convention. Do not overlook 
morning or afternoon sessions or sectional con- 
ferences where music is desired. One leader 
may do it all, or several leaders share the work ; 
but whatever plan is used, be sure to have a 
clear understanding, so that there will be no 
lapse in this regard. 

2. — Provision of some one to play the instru- 
ment at each session. The remarks under 
paragraph i apply here as well. 

3. — Provision of song-books or song slips 
fon each session. 

4. — Selection of soloists or other special par- 
ticipants in the musical features. It is usually 
a good plan for the music committee definitely 
to claim its plain right to request the music 
leader to consult the committee about solo 
arrangements; or the same thing may be ac- 
complished by selecting a music leader who 
can be absolutely depended upon to see that 
38 



Digitized 



by Google 



The Committee on Music 39 

the special singing is consistent with the spirit 
and purpose of the program. No finite mind 
will ever measure the actual harm done to con- 
vention gatherings of fine spirit by giving 
place to special music which is indifferently 
done, or which is lacking in true spirit, or un- 
fortunate in selection. 

The chairman of this committee should be in 
close touch with the persons who are planning 
the program; and the leader of the music 
should be seated next to the presiding officer of 
each session, if possible. Awkward pauses and 
delays will frequently be avoided where this is 
done. 

Where a special convention choir of unusual 
size has been assembled it is possible to utilize 
such a choir for giving a choice recital an 
evening or two before the convention begins. 
This may prove to be a very excellent means 
of attracting attention to the coming conven- 
tion and in this way prove a decidedly advan- 
tageous publicity item. 
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The Committee on Publicity 

Humanly speaking, upon this committee will 
largely depend the success of the convention 
so far as attendance is concerned. There seems 
to be growing in favor a plan whereby the 
work of this committee is confined wholly to 
the period covered by the convention. This 
IS a serious mistake. The committee may do 
its greatest work preceding the convention. 

I. — By constant efforts to reach every por- 
tion of the field covered by the convention 
with bright, newsy items concerning the com- 
ing event. If the workers throughout the en- 
tire territory are frequently reminded of the 
good things they may enjoy by coming, an 
appetite is created that will be satisfied only by 
coming. If a state convention is to be enter- 
tained it is not enough that all kinds of an- 
nouncements shall be sent out by the state 
office; additional announcements and invita- 
tions, authorized by the state officers, should 
go out for weeks beforehand from the com- 
mittee that will act as host. This method will 
be found to be productive of splendid results. 
40 
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2. — ^The publicity committee should for a 
long time ahead arouse a deep interest locally 
in the coming event. It frequently happens 
that a splendid convention comes to a town 
or city and is over and gone beyond recall be- 
fore half of the people interested knew it had 
beg^ri. Newspaper items, letters, and personal 
visits in a systematic way should apprise not 
only persons directly interested, but many be- 
yond that circle as well, that a time of privilege 
is coming. 

"the convention courier." 

In the case of a convention held recently the 
local committee issued a bulletin weekly for six 
weeks before the event. This was called the 
"Convention Courier." It was full of pre- 
convention news, brightly and briefly put, and 
part of its expense was provided for by adver- 
tisements. 

Carefully-written notes which include in 
them matters of a newsy character will be ac- 
cepted and printed by newspapers everjrwhere 
throughout the territory it is desired to reach. 
Frequently the association which is to be enter- 
tained has an official publication appearing 
weekly or monthly. Space for news notes from 
the convention city or town is eagerly provided 
in a periodical of that character. 
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If the committee's work is well done before 
the convention, the success of the convention 
as it assembles will leave little to be done. 
Newspaper men should be provided for, and 
some member of the committee should be 
specially assigned to each session to see (a) 
that chairs and tables are always ready for re- 
porters; (b) that some one who is well in- 
formed shall be in touch with the reporters to 
see that they are apprised of the exact names of 
speakers and of any notable positions the 
latter may hold, and to secure from speakers 
synopses of their addresses when they are de- 
sired by the newspapers. A great deal of ad- 
ditional newspaper publicity may be secured 
frequently by having in hand photographs of 
the prominent convention speakers, and seeing 
that the newsjpapers are provided with them 
in ample time for use in connection with the 
convention reports. This, of course, will in- 
volve previous correspondence. 

The bulk of the work of advertising the con- 
vention and of securing large delegations will 
fall upon the executive officers of the visiting 
association, and the discussion of that phase of 
the work is not directly in place in this book. 
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The Committee on Recreation 

In the consideration of this feature by a local 
committee, two extremes are to be guarded 
against. One extreme is to omit all emphasis 
of local attractions or side trips, in the hope 
that in this way the real business of the con- 
vention will be emphasized. The other gives 
undue prominence to recreation features, and 
this discredits the program. There is a wise 
intermediate way, which recognizes any scenic 
or historic attraction' in or near the convention 
town, and provides for the delegates to visit 
such a point at a time which does not conflict 
with the program or the spirit of the confer- 
ence. To carry out smoothly any plan of this 
character the committee here considered is 
formed. Its chairman should be a man who 
will be so thoroughly in accord with the plans 
of the program committee that he will not 
sanction any departure from the order of pro- 
cedure, even though thoughtless delegates be- 
seech him to make an opening in the plans just 
large enough to let them through — at the 
expense of the real object of the gathering. 
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CONSISTENT RECREATION. 

It would be impossible to suggest details for 
this committee, as its opportunities for service 
will vary so widely in different localities. But 
one vital precaution might be suggested. As 
an entertainment feature for Christian bodies, 
do not allow the committee's sanction to rest 
upon any excursion that involves Sunday 
travel, and avoid as a snare of Satan any place 
where liquor is emphasized as a usual attrac* 
tion and remains as a possible offense. 

This committee may legitimately contribute 
to the treasury of the general committee 
by receiving a percentage on tickets sold by 
a railroad or steamboat company, provided the 
tickets are sold to the delegates always at the 
minimum rate. That is, such a committee may 
rightfully receive twenty per cent, from a rail- 
road company for advertising and handling 
the sale, of tickets of a desirable dollar excur- 
sion, provided the dollar rate is the cheapest 
ever allowed under the same conditions. The 
committee may accept a percentage from the 
carrying company — not from the delegate. Be 
careful, however, not to let a glittering offer of 
percentage win the committee into recom- 
mending an excursion which is undesirable 
from any standpoint. 



Digitized 



by Google 



The Committee on Pulpit Supply 

To this committee should be referred all re- 
quests from local pastors to have convention 
delegates occupy their pulpits, or otherwise to 
take part in their church services. The chair- 
man of this committee should possess good 
judgment and an intimate knowledge of local 
conditions and of the visiting speakers. He 
can usually avoid mistakes in making assign- 
ments by securing the advice of the general 
executive officer of the association to be enter- 
tained, who is likely to have a personal knowl- 
edge of the people who will be present. 

Special blanks are useful in this connection 
and the form on the next page is suggested . 

These blanks should be made out in tripli- 
cate; thisi can be done by using carbon paper. 
One should be handed to the pastor of the 
church, one to the speaker assigned, and one 
retained by the committee. A blank should be 
made out for each church to be supplied ; from 
a list of available speakers each name, should 
be assigned until all are placed. 
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Church » 


Pulpit Supply 




Location M... ^ — 


Hour of service... 
Oiaracter of servi 




ce... 




Name and addres 






Person assigned.. 










Pastor notified?.. 




Speaker notified? 


Chairman of Committee. 
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A Practical Entertainment Plan 

The object in presenting this chapter is to 
suggest an essentially complete plan which 
may be used as a basis for the work of the 
Committee on Entertainment. It may not be 
at all desirable to adopt the plan in its entirety ; 
indeed, it would be far better to modify it to 
meet local conditions. It is merely suggestive. 

An efficient sub-committee on assignments 
can accomplish a' very difficult part of the en- 
tertainment committee's work with a mini- 
mum of confusion and disappointment. By 
the proper use of a series of cards and en- 
velopes, accuracy, speed, and completeness of 
records may be obtained. The following sug- 
gestions will outline the plan: 

(i) Be explicit in securing information con- 
cerning places where delegates are to be enter- 
tained or assigned as boarders. Secure exact 
information as to name of host (indicating 
Miss or Mrs.), number or location of house, 
number of men or women who can be accom- 
modated, whether for board or lodging, or 
both, the time when entertainment is to begin 
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and end, the method of reaching the house 
from the convention hall. 

(2) Make no assignments to stopping-places 
until the delegate actually presents himself 
at the committee's desk at the convention ; that 
is, make no assignments whatever to stopping- 
places in advance of the delegate's arrival. 
This will save a great deal of trouble and mis- 
understanding if strictly adhered to. (See 
paragraph on page 62 headed Another As- 
signment Plan.) 

(3) Prepare an envelope for a record of each 
house that will entertain delegates. This en- 
velope must be just large enough to hold a 
number of the assignment slips described later. 
The face of the envelope may be printed as 
suggested on the next page. 

Where delegates are to pay for their own 
entertainment this envelope should show : Rate 
per day with all meals, rate per day with break- 
fast only, rate per day for room only. 

When all the envelopes are ready, the com- 
mittee should carefully place them according 
to some pre-arranged system. That is, they 
should be arranged in the order in which it is 
desired to make assignments, so that the ones 
to whom it is most desired to send delegates 
shall be at the beginning, the least desirable 
ones at the end. A house may be very un- 
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Entertainment Information 



Name 

Address 

Telephone nnmberM 

Can accommodate delegates as follows : 
Board? Lodging? Both?., 



Number of Men.. 



Nnmber of Women..... 



To reach the house from the convention hall, follow 
these directions : 



Visitor. 
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desirable because of its great distance from 
the meeting-place, and yet it may be necessary 
to retain it on the list in case of a great influx 
of delegates. If this envelope is placed at the 
end of the pile of envelopes, the more desirable 
places will be filled up first. 

Sometimes a committee will have a good 
list of desirable boarding-places on hand and 
will want to distribute the delegates as equally 
as possible, so that each house will get some. 
In this event, the envelopes may be kept in a 
definite order, and only one assignment be 
made to each envelope, the entire lot being 
gone over and over again in this way until the 
delegates are all assigned. 

(4) Prepare paper slips equal to twice the 
number of delegates expected, of a size which 
will allow several to be placed in one of the 
foregoing envelopes. A suggested form is 
shown on the next page (see Note). 

Each entry should be made in duplicate, 
using two slips with a piece of carbon paper 
between them. Additional convenience is 
secured by having two slips printed together 
with a perforating rule separating them. 

As far as possible when delegates' names 

Note. — A similar slip is printed with the word Lady in 
place of Gentleman ; these two kifids of slips should be 
on paper of contrasting colors. 
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are sent in ahead of their arrival have the slips 
filled out to the extent of the first three lines ; 
leave all space below the words "Local Assign- 
ment" unfilled until the delegate arrives. All 
such slips, on which names are entered, should 
be placed in separate compartments marked 
with the letters of the alphabet, in plain sight. 

If the convention is to be a large one separate 
desks should be assigned to registration 
officials, these desks being plainly marked "A 
to L," and "M to Z," or such other sub- 
divisions of the alphabet should be made as 
will facilitate the prompt handling of the dele- 
gates and the avoidance of confusion. 

WHEN THE DELEGATE ARRIVES. 

Have provision made for the delegate 
to place all hand baggage and wrap^ at 
some suitable place when he enters the build- 
ing. A plainly numbered chair will do, and all 
such things should be under some one's care. 
The representative of the reception commit- 
tee will then escort the delegate to the registra- 
tion desk. Here the delegate will present his 
credential, furnished by the association or body 
to be entertained. The registration official will 
look over the assignment slips already partly 
filled out, and hand those already prepared to 
the delegate ; or if none are found, will fill out 
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the first three lines of duplicate slips while 
the delegate waits. Each assignment slip bears 
a serial number, and this number should be 
entered on the credential which is left at the 
registration desk. By using these slips strictly 
in the order in which they are numbered it is 
possible at any moment to report to the con- 
vention just how many credentials have been 
received. From the number on the top unused 
slip deduct the number of slips in the alpha- 
betical file awaiting claimants; the difference 
will be the number who have actually arrived. 
Thus, the serial number of the topmost assign- 
ment slip in the pile neatly arranged on 
the desk will be 147. That means that 146 
have already been made out. But of these, 21 
remain uncalled for in the list of slips awaiting 
claimants ; therefore 125 have registered. 

If a delegate does not have his credential he 
should be requested to secure it from an official 
of the visiting body ; and such an official should 
be readily accessible during the early hours of 
the convention to attend to any matters of 
this character. The registration official will 
also see that the delegate receives badge, music 
book, program, or anything else that the com- 
mittee has provided for him. 

The assignment slip as it leaves the regis- 
tration official will look like this: 
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Having received his assignment blanks the 
delegate will take them to the next table or 
desk. Here the representative of the entertain- 
ment committee will take the twa slips, insert 
a piece of carbon paper between them, and 
will enter the name and address of the host 
and the manner of reaching the house — ^all of 
which information will be secured from the 
first envelope in the pile before him which 
shows open accommodations for the man or 
woman who is awaiting assignment. The 
original slip is then handed to the delegate, 
and the carbon copy is placed within the envelope 
bearing the name of the host. On the outside 
of this envelope in the space opposite the word 
"man" or "woman" the number of the assign- 
ment slip is placed ; this shows that the accom- 
modation for one man or one woman has been 
made use of. (See section later in this chapter 
on ExpEr)iTiNG Assignments.) 

When the assignment slip leaves the enter- 
tainment committee's hands it will look about 
like that shown on page 56. 

A carbon copy duplicate of this slip will be 
filed in the envelope beairing Mrs. John W. 
Williams' name, and this envelope, after the 
first entry, will look like the form on page 57. 

In will be seen that the only entry on the 
envelope is the serial number of the delegate 
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assigned ; while the duplicate of the assignment 
slip is kept within the envelope. All of this 
information will be needed later. 

Great care should be taken to see that men 
and women are assigned as requested by the 
prospective hosts. When Mrs. John W. Wil- 
liams says she can accommodate two men and 
three women the committee should not assign 
three men and two women. To prevent mis- 
takes the assignment slips should be plainly 
marked and printed on different colored slips. 
If a woman delegate received from the com- 
mittee a slip plainly marked "Gentleman" the 
committee will soon hear from her, and a mis- 
take will be averted. 

A SPECIAL CASE. 

The question now arises, suppose Mrs. John 
W. Williams has accommodations for two men 
and three women, but requests that Miss Jane 
Doe of New York be assigned as one of her 
guests. But your committee has no word as 
to whether Miss Jane Doe is coming or not. 
An assignment slip should be made out for 
Miss Jane Doe, filling it out to show her assign- 
ment to Mrs. John W. Williams* house ; mark 
this slip plainly ^'Request." Then enter the 
number of her assignment slip in one of the 
spaces for women on Mrs. John W. Williams* 
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envelope, thus : 24, Request. If Miss Jane Doe 
does come she will go through the usual routine 
of securing her assignment slips from the regis- 
tration table, and will present these for filling 
out to the entertainment committee. Here 
Mrs. John W. Williams' envelope will be taken 
out and the word "Request" will have a line 
drawn through it, and Miss Jane Doe's dupli- 
cate assignment blank will be placed in the 
envelope. Envelopes having the word "Re- 
quest" on the assignment lines may be exam- 
ined after the convention has fairly started, 
and where the delegate requested has not come 
(shown by the fact that the word "Request" 
has not been crossed out), it may be possible 
to secure the vacant places to care for other 
delegates who lack accommodation. 

The importance of the last provision is very 
great The places held for delegates; who are 
expected but who do not arrive would fre- 
quently relieve the embarrassment of a local 
committee which has not places enough, to 
assign larger numbers than were expected. 

The entertainment committee should have 
made an accurate register, alphabetically ar- 
ranged, of the stopping-places of all guests. 
This should be posted as fast as assignments 
are made and should be available for delegates 
to consult in seeking friends. 
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ONE-DAY DELEGATES. 

Many delegates do not remain in the 
convention town over night, and many con- 
ventions do not extend beyond one day. All 
delegates should register, even though enter- 
tainment is not wanted ; and after such regis- 
tration they will be ready, without further 
delay, to attend the sessions. To secure this 
registration it is well to distribute only through 
the registration officials souvenir programs, 
badges, cards of admission to the section re- 
served for delegates, or other items of interest 
which are usually much desired by delegates. 
Unless this is done, and registration is made 
worth while, it is safe to assume that many 
delegates will not go on record as being in 
attendance. 

EXPEDITING ASSIGNMENTS. 

It will be noticed that the specific entertain- 
ment plan suggested assumes that no assign- 
ments will be made to local stopping places 
until the delegates actually arrive at the enter- 
tainment committee desk. Objection may be 
made to this that the assignment of delegates 
to local stopping places will under this system 
take entirely too much time, and will cause 
impatience on the part of travel-worn and tired 
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delegates. (See paragraph on page 62 headed 
Another Assignment Plan.) 

There is no necessity for keeping delegates 
waiting a long time for their assignments. The 
following suggestions will be found greatly to 
facilitate this matter : 

1. Divide the registration and the assign- 
ment work up among several desks or tables 
instead of depending on only one desk. The 
registration tables must be indicated by letters 
of the alphabet as already suggested, in order 
that delegate Wilson on arriving shall know 
where to apply for his partially filled out 
assignment blank. 

2. Several ushers should be in attendance, 
plainly indicated by their badges. These 
ushers should aim to answer as many questions 
as possible in order to free the registration 
and assignment officials entirely from the 
annoyance of inquiries. These ushers should 
likewise assign the waiting delegates to dis- 
tinctly formed lines so that each desk in use 
will have its short waiting line of people, instead 
of having one desk with a long line and the 
other desks without any ; or to avoid the more 
common mistake of having a clamoring crowd 
about the desk without orderly arrangement 
and with consequent injustice to many. The 
letters of the alphabet will determine the people 
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who will stand in each of the several lines 
leading to the registration desks ; but in the plan 
so far outlined, where assignments are only 
made after the arrival of the delegate, those 
waiting may be equally assigned to the several 
lines leading to different desks of the Com- 
mittee on Entertainment. 

3. The comfort of delegates waiting for 
assignment is greatly contributed to by pro- 
viding chairs for them to rest in while waiting 
their turn^ instead of causing them to stand in 
line. A little ingenuity in arrangement will 
suggest means by which this system can be 
used without the necessity for the delegate 
continually rising and moving forward to the 
next chair vacant. It should always be remem- 
bered that delegates coming from a distance 
are likely to be weary and consequently more 
exacting than when in a normal state. 

ANOTHER ASSIGNMENT PLAN. 

Many experienced Committeemen prefer to 
make all assignments as fast as information 
is received that certain delegates are coming. 
The advantage claimed for this plan is that 
less time is consumed in taking care of the 
delegate when he applies at the desk of the 
Entertainment Committee on arrival. There is 
a disadvantage due to the failure of delegates 
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to arrive as expected and the consequent hold- 
ing open of accommodations to the possible 
disappointment of the host and of other dele- 
gates, who have arrived, for whom there is 
apparently no rooni* 

Several details of the plans suggested first 
in this chapter will need to be altered if assign- 
ments are made before the arrival of the dele- 
gate. Local conditions will largely determine 
which plan is better ; each committee is urged 
to decide for itself. 
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Committee Meetings 

Care should be exercised to see that only 
such committee meetings are called as are 
necessary and that the work is done expe- 
ditiously but carefully when thek committee is 
brought together. It is to be assumed that the 
best people available in the community will be 
on these committees and it is safe to say that 
such persons are likely to be busy with many 
duties. They will appreciate it if only neces- 
sary meetings are called and if these meetings 
are begun on time and ended as promptly as 
may be possible. 

The chairman of the committee should aim 
to set the example of promptness in attendance, 
and should have before him a written memo- 
randum of the matters to be brought to the 
attention of the committee at the meeting. 
He should confer fully and frequently with the 
chairman of the general committee and with 
the chairmen of other sub-committees than 
his own, in order that he may be sure that his 
committee is covering all the work which is 
expected of it. 
64 
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In all convention work having to do spe- 
cifically with religious effort it is recommended 
that every committee meeting shall beg^n with 
brief but earnest prayer. There is no saving 
of time in this work by omitting prayer. 

ACCESSIBLE MEETING PLACES. 

Committee meetings should be held at points 
accessible to the majority of the persons con- 
cerned. It is hardly fair for the chairman of a 
committee to require four or five other mem- 
bers to come to his own home located at a 
considerable distance from all of the others, 
unless there are reasons which make that plan 
especially desirable. Let the chairman study 
the convenience of his fellow-members on the 
committee. He will be amply rewarded in the 
members' spirit and service. 

The convenience of committee members 
should also be recognized by giving as ample 
notice of committee meetings as possible, as 
the members are busy people and engagements 
are likely to be made for some time ahead. 
Quite frequently the chairman of a committee 
calls a meeting on twenty-four or forty-eight 
hours' notice and is then displeased if the mem- 
bers of his committee cannot respond. Avoid 
such brief notice if possible. 

It will probably not be feasible for the chair- 
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man of the general committee to attend every 
sub-committee meeting, but, as a member ex- 
officio of each sub-committee, he should receive 
a notice of every such meeting. 
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The Convention's Presiding Officer 

I. — -He should have a voice that will reach 
readily to all parts of the hall. 

2. — He should avoid many words in intro- 
ducing a speaker. The chairman who makes 
lengthy introductions has taken the life out of 
many a meeting. 

3. — ^He should study his audience and aim to 
keep them comfortable physically ; and to this 
end he should have proper assistance in the 
control of ventilation and other problems. 

4. — He should have control of the speakers 
in the matter of the time they occupy, and 
he or his representative should be able to sig- 
nal the speaker before his time has elapsed. 

5. — He would do well to have a clear under- 
standing with each speaker as to the time to 
be occupied before the speaker begins, and ex- 
plain the fact that a signal will be given. Mis- 
understandings arise from a cause like this : A 
speaker's time is given at 4 P. M. and another 
speaker is down for 4.30 P. M. The commit- 
tee may have in mind a report or a song be- 
tween the two addresses, but the first speaker 

^1 
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will not know this unless told, and will con- 
sume the whole thirty minutes. Then' the 
schedule is thrown out, and the meeting begins 
to drag behind. 

6. — He should have grit enough to refuse to 
present semi-distinguished visitors who are 
noted for their desire to be seen and heard, and 
who have no contribution by which to enrich 
the program. 

Such a chairman may not be found in every 
community. A man who is an unqualified suc- 
cess as a presiding! officer is such an essential 
part of a successful convention that it would 
pay to bring him from a distance for this pur- 
pose alone, as a speaker would be brought, and 
use his special gifts to contribute to the suc- 
cess of the gathering. 
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The Making of a Program 

The chapters of this book have been written 
mainly for the people of the community who 
are to entertain a visiting convention. There 
are cases, however, when the entire details of 
a convention session fall on a single committee 
and in this case the making of the program is 
an important part of their work. Whether a 
program be for one session or for many, for a 
small group of people or for thousands, cer- 
tain principles are essential to success. 

I. — Do not crowd the program. Complaint 
is justly made that ninety per cent, of the pro- 
grams are seriously crowded, with the result 
that the auditors are tired out and the meetings 
are unduly prolonged. Do not fill the time, 
up on paper; if this is done the program will 
undoubtedly be unduly lengthened. Allow for 
interruptions, additions, greetings, oflFerings; 
allow for the speakers who seem to feel that 
unless they relieve their minds, regardless of 
taking more time than allotted, the thing will 
be a failure. When all these allowances are 
made, there is still a danger that the program 
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will be too long, and it is usually quite safe to 
plan for much less than seems to be needed to 
fill the session. 

2. — Be prepared for emergencies. Speakers 
may fail to arrive, and this may not be dis- 
covered until the last moment. Substitute 
speakers, called on in such an emergency, may 
or may not add to the value of the program. It 
is well to have in reserve printed slips of que3'- 
tions, which may be distributed on short notice, 
and these may be used as the basis for an open 
conference.^ Such a conference may be made 
extremely profitable. 

3.— Have a purpose in the program. Too 
many programs are haphazard, disconnected, 
indefinite. A central theme may be selected 
for the entire convention, or a separate theme 
for each complete session. It is a question 
whether several almost unrelated topics should 
command the attention of an audience at one 
sitting. 

4- — Have a well-balanced program. Do not 
put all the especially attractive features into 
one session if several sessions are to be held. 
Do not emphasize one particular phase of the 
work to the point of weariness. Remember 

* A number of such sets of questions may be had from the 
secretary of the State Sunday-school Association, designed es- 
pecially for the use of Sunday-school conventions. 
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that the average auditor isn't nearly as enthusi- 
astic about the matter in hand as the members 
of the committee are, and do not fill him up to 
the surfeiting point. Relieve tension once in 
a while whether it seems to be called for or not. 
A song or a two-minute recess for conversation 
may do this. 

5. — Bring concrete suggestions to the people, 
rather than theories. The man who tells, 
modestly and timidly, of the work which is 
being done successfully, may be worth twice 
as much as the man who tells in flowing 
language how it ought to be done. Arrange 
for plenty of conference time, where questions 
may be asked, answered and discussed in open 
meeting. People will be enthusiastic about a 
meeting in which they have taken an active 
part. 

6. — Provide for the appointment of commit- 
tees for. the ensuing term in such a way that 
an outgoing committee may meet once, at least, 
with the incoming committee on the same sub- 
ject. In this way there need be very little in- 
terruption in the work. 

7. — Study local conditions carefully in ar- 
ranging for evening programs. A great por- 
tion of the* audience may wish to leave town 
on a certain train, say at 9.45 P. M. It may be 
due to them that the entire program shall be 
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completed before they have to leave. Do not 
announce too early meetings in the mornings 
following late night sessions; or better still, 
have no late night sessions. 
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Exhibits 

The educational feature is being emphasized 
in conventions as never before; hence wise 
convention leaders are making ample provision 
for the display of good literature. The ques- 
tion of whether sales shall be allowed or not 
in rooms adjacent to the convention meeting- 
place must largely be determined by local con- 
ditions. But where there is no objection to 
such sales from the character of the meeting- 
place itself, careful consideration should be 
given to the great educational value in the 
widespread distnbution of choice publications. 

(i) The exhibit should be under competent 
direction at all times when it is open. Several 
persons should be available for giving ample 
explanation of everything shown. 

(2) Sufficient aisle space should be allowed 
for the comfort of the visitors, and all serious 
crowding should be absolutely prevented. 

(3) All parts of the exhibit should be amply 
lighted. 

(4) The exhibit should show variety, every 
department of the activity being represented. 

73 



Digitized 



by Google 



74 Cotwentians 

(5) Quite usually it is found desirable to 
close the exhibit during the convention ses- 
sions. Great variety, in procedure exists here, 
however. 

(6) Loose printed matter — samples — should 
not be g^ven out. A packet of printed matter, 
in an envelope, is not so objectionable. 

(7) Where practicable the exhibit should be 
under the same roof as the convention ; but it 
is exceedingly undesirable to have any portion 
of it in the same room. The conversation inci- 
dent to such a display is sure to be annoying. 
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After the Convention— What ? 

The planning and perfecting of a convention 
program and all its attendant train of events 
seem all too often to look toward the closing 
hour of the convention as the terminal point of 
all eflFort. What a mistake! Here and there 
some wise people try to find a way to extend 
the convention's influence after its sessions 
have closed, but only rarely indeed are plans 
laid long ahead of the meeting which look 
toward this thing. True, the greatest good 
may be looked for from the delegate who re- 
turns enthused to his local constituency. But 
should not all convention plans take into ac- 
count the weeks just following the convention 
and definitely aim to reap positive results from 
the convention influence ? Or, would it not be 
wiser to plan the convention as the commence- 
ment of a new year's work, instead of making 
it the close of the activity of the year? 

IN THE CONVENTION TOWN. 

What can the local committee do, by careful 
planning beforehand, to reap the largest bene- 
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fit for its community from the visiting con- 
vention ? 

I. — See that the people of the city or town 
are fully aroused to the importance of the 
coming gathering and are keenly anxious to 
attend its sessions. This is discussed under 
the head of the Committee on Publicity. 

2. — ^Use all the local workers possible in the 
sessions of the convention; seek out work 
which will bring them under the convention 
influence. 

3. — So far as possible relieve people who are 
doing committee duty from time to time so 
that they may leave desks and other assigned 
posts and spend a while in the convention ses- 
sion. Make your committees large enough to 
allow for this relief. 

4. — Securd the helpers from many quarters ; 
do not have one local church or society furnish 
most of the people. 

5. — ^There should be definite planning, far 
ahead, so that the units making up the enter- 
taining body may be touched and stimulated. 
Take, for instance, a visiting Sunday-school 
convention. Three, five, ten, or a hundred 
schools may exist in the convention town or 
city. The local convention committee should 
look far enough ahead in the plans to see that 
every school shall be touched and the influence 
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of the convention be indelibly stamped upon 
their workers. 

In some cases representatives of the few or 
many bodies entertaining; the convention may 
be gathered, in advance of the convention date, 
and a definite plan proposed. Thus, the con- 
vention may consist of five sessions. If a Sun- 
day-school convention, let us suppose that ten 
superintendents of local schools have gathered 
to consider the question of utilizing the con- 
vention's influence locally. Let each superin- 
tendent be asked to see that his school is rep- 
resented at each session; it may require one 
person at each session, or ten persons divided 
among the sessions. But the emphasis should 
be placed upon the fact that it will be more 
important to have somebody at each session 
than many people at one session. True, if a 
large number of the teaching body of his school 
may be gathered at one time it will have force, 
but that should not relieve his school from 
"covering" every other session. 

6. — Care should be taken that no phase of 
the local work is overlooked in preparing for 
the influence which the convention shall leave 
behind it. A survey of the local field will show 
diversified needs, and a recognition of these 
needs should enable the wise local committee 
to meet them. If the Sunday-school conven- 
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tion is taken as a type, this principlei may be 
definitely illustrated: 

(i) There are the pastors. A general invi- 
tation to the convention may or may not bring 
them; but a special conference for pastors, or 
a time when visiting leaders will meet pastors 
aside from the general public may seal their 
interest and co-operation. 

(2) There are the superintendents or other 
officers of schools. The convention sessions 
may so emphasize the work of the teacher that 
the officers, looking over the program, see no 
strongly inviting session for them to attend. 
If, however, their cordial support is enlisted in 
getting their teachers out, they will be likely 
to come themselves. 

(3) There are the local business men to 
whom you* look for the support of your work. 
Surely every one who has made a personal 
contribution to the work oif to the convention 
expenses should receive samples of all printed 
matter as issued, that he may be fully apprised 
of what is going* on. A personal note accom- 
panying the first sample sent would explain 
to such a person the reason for his receiving 
printed material which may not directly relate 
to him — such as notices to delegates, etc. 

All these suggestions have one end in view — 
to get the local committee to plan, long before 



Digitized 



by Google 



After the Convention — What? 79 

the convention begins, to reap the results of the 
convention i» the local field. 

IN THE HOME TOWN. 

The delegates who come to the convention 
should be encouraged in every way to carry 
back to their home constituents the inspiration 
and enlightenment which the convention be- 
gets. This may be done in several ways: (i) 
By furnishing a good note-book, free, or at cost, 
containing blank paper for notes, and with sug- 
gestions as to the kind of a report to make to 
the home body. (2) By arranging with local 
papers for full reports, and facilitating ar- 
rangements whereby these papers may be 
mailed for a few cents to the people in the 
home town or city. (3) By "clinching" the 
work of the convention. For instance, if a 
special plan presented has aroused enthusiasm, 
take the time then and there to get public ex- 
pression from the delegates who expect to put 
that plan into execution on their return to the 
home field. Do not expect every plan to be 
adopted by every delegate ; be enthusiastic but 
moderate. 



The members of the local committee should 
find their reward in the evidences they will see 
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on every hand of the advance of the cause 
through the medium of their work. It is hoped 
that this book will contribute to their success 
as committeemen. 
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SOME PRINTED BLANKS 

In order that a definite idea may be secured 
as to methods already in use, a few printed forms 
are submitted, each of which has been adopted 
after some years of experience. Local conditions 
and practises usually determine the best form to use. 

A simple form of introduction card is that used 
by a State Sunday-school Association : 



Mrs 

Street 

This will Introduce our Sunday-school delegate 



for your entertainment for lodging and breakfast 

T. F. Bayles, 

Chairman of Committee. 

This card will be redeemed at $ if presented to Treasurer 

Garret A. Denise before noon of November aSth. Cards not 
redeemed by said time will be re^^arded as donated in aid of the 
necessary expenses of the convention. 



The note at the bottom of this card is found to 
work out in this way. A number of hostesses, who 
are entitled to payment for their guests, conclude to 
withhold the presentation of this claim upon the 
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committee, and thus make a contribution of the 
amount to the cause. 



The following form provides for a portion of the 
card to be left with the host, while a portion re- 
mains in the hand of the delegate. The card is 
perforated on the dotted line. 



I 



This will Intropuce you to 

Mr. 

Mrs. 

Miss 

Address 

It is understood that your guests wiU pay 25 cents 
for lodging, and the same for breakfast. They may 
arrange with you for other meals at same rate if agree- 
able to both. But they are privileged to secure lunch 
and supper at restaurants or other places provided 
near Convention church. 

Tear off here and hand to your hostess. 
Delegate retain this part. 

You WILL BE Entertained by 

Mrs 

On Street. 

For lodging and breakfast at 25 cents each. 

Note. — Please be very careful to settle your account 
on leaving. You may arrange for other meals at the 
same rate if mutually agreeable, but you are privileged 
if you choose to secure lunch and supper at restaurants 
or other places near Convention church. 
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Entertainment information is gathered frequently 
on a card — ^instead of an envelope, as suggested in an- 
other place in this book. Such a card is here shown : 



West Virginia Sunday School Convention 
Clarksburg, W. Va., April 17, 18, 19, 1906. 

ENTERTAINMENT CARD 

Mr No St., 

wiU entertain Gentlemen Lodging.. 

Ladies Meals 

during Convention. 

Solicitor 

Will entertain guests at the hotel, for which 

% has been paid — pledged. 

Solicitor 

Remarks : 



The assignment information in this case is fur- 
nished on a card : 



State Sunday School Convention, Wheeling, W. Va. 
ASSIGNMENT CARD 

This Introduces 

who win be your guest during the West Virginia Sunday 
School Convention, April 18, 19, 20, 1905. 

To 

Residence 

Entertainment includes dinner Tuesday evening, and 
lodging and breakfast thereafter during the Convention. 

After assignments are made, the Committee respectfully 
asks that no changes be made, as this will cause confusion. 
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For assignments to hotel; where definite rates are 
to be paid by the Committee, the following card is 
used : 



West Virginia Sunday School Convention 
Whbbung, W. Va. 

HOTEL ASSIGNMENT CARD 

To the Hotel 

This Introduces M 

Mrho will be your guest during Convention. 

Tuesday ^^^^ 

Beginning Wednesday -.^. 

Thursday „ 

•' Supper 

Wednesday ^^^ . 
^ ^' r^ 3 Breakfast 

Ending Thursday ^. 

Friday _ 

Supper 



Kindly charge to 

Chairman Entertainment Committee. 



The following enrolment card (reduced from 
actual size) provides a stub which may be detached 
at the dotted rule (perforated), and may be worn 
as a badge, if desired : 
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1907 

June x8-30 

KOKOMO, IND. 

43d State Sunday School Convention 
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Credential Cards 6r blanks are furnished by the 
visiting association ; but they usually provide some 
method of notification to the local committee that 
the delegate expects to come. Two forms are sub- 
mitted herewith. In each case the matter is printed 
on a private post card to which is attached a second 
card, and these are easily torn apart at the line of 
perforation. 

The first form is that used by the New Jersey 
State Sunday School Association. 

(i.) The address side of the postal card is as 
follows : 



Private Mailing Card 



Pot a 

One Cent 

Stamp Here. 



THE REV. T. F. BAYLES 

Chairman Entertainment Committee 

FREEHOLD, N, J. 



(2.) The reverse side of this postal card contains 
the delegate's notification to the local committee 
that he is coming : 
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County Name 

P, O, Address 

Being a delegate to the State Convention at Free' 
hotd^ November jg-21, igof^ I hereby give notice as 
marked: 

I expect to attend, arriving on day at m. 

I will not require entertainment orer night. 

I will arrange for my own entertainment, at 

Please assign me for Tuesday, Wednesday, Thurs- 
day nights. 

1 expect to come with... and we wish 

to room together. 

Yours tifnly, 



Tear Off this half. Cross Out what you do not 
want, Mark with X what you do want, Add any other 
message. Mail at once. 



(3.) The card attached to the postal contains on 
one side instructions to the delegate : 



TO THE DELEGATE 

This half it your Credential. Do not mail it with the other half. 
Keep it* and bring it with yon to Freehold. Do not forget it ; you will 
need it. 

On reaching Freehold, proceed to the Second Reformed Church, on 
the main street, which is headquarters for registry and entertainment. 
Surrender thiis Credential at the Registry Desk, and receive a Conven- 



tion Badge admitting to reserved space in the church. 

As soon as you dedde fo come, detach, fill up, stamp, and mail the 
annexed card, whether you want entertainment or not. We need to 
Icnow who are coming, in order to reserve sufficient space for each 
county delegation. All requests for entertainment must reach Mr. 
Bayles by Friday, November 15. If you have sent this notice as re- 
quested, your assignment card will be ready at the Entertainment 
Desk, where you should apply as soon as you have your badge. 

The Local Committee are prepared to assign all applicants to com- 



fortable homes, at a uniform chari{e of jk cents for lodging and break- 
fast, payable at the Entertainment Desk. Dinner, 35 cents, and sup- 
per, as cento, served at the Convendon Restaurant in the Armory by 



the ladies of Freehold. The hotel accommodation is limited. 

It you find that you cannot come, after having sent request for enter- 
tainment, please notify Mr. Bayles. If you cannot use this credential, 
return it to the County Secretary, with suggestion as to a substitute. 
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(4.) The reverse of this is the delegate's creden- 
tial, which he presents on arrival : 



COUNTY 



New Jersey Sunday School Association 
DBLEOATB 'S CR EDENTIAL 

Annual State Convention, Freehold, 
November zg-si, 1907 

» is a Delegate representing 

the^ „ „ 

County Secretary 

E. Morris Fbrgusson, General Secretary, 

Del^;ate : see that your name, above, is right, and then fill out these 
blanks before presenting : 

Post Office Address....^.^ 

Position in your own school 

Position, if any, in State, County, Township or Department Work : 



The second form shown is that in use by the 
Kentucky State Sunday School Association. 

(i.) The address side of the postal card is as 
follows : 



Post Card 



Place 

One Cent 

Stamp Here 



DR. J. E. TAYLOR, Chairman 

Entertainment Committee 
State Sunday School Convention 

MADISONVILLE, KY. 
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(2.) The reverse side of the postal card contains 
the delegate's notification to the local committee : 
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(3.) One side of the attached card contains in- 
structions to delegates : 
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Directions to Delegates 

Present this Card at Headquarters upon Arrival 

I. — Every Sunday School is entitled to one delegate 
for every loo or fraction thereof enrolled. All these 
delegates will be entertained. 

2. — If for any reason you find you cannot go, please 
immediately notify your County President or Secretary 
and return this certificate. Propose at the same time, 
if possible, the name of some one who can go in your 
place. 

3. — Please look up time-tables and ask your agent 
at once if he has orders for reduced rates. If not, 
notify your County President. 

4. — Don't fail to fill out the Enrollment Card on the 
reverse side, which will show your position in County, 
District, and School. Mail the other half of card AT 

ONCE. 

5. — Upon depositing this certificate with the Enter- 
tainment Committee you will be assigned to your place 
of entertainment. 

6. — ^The railroads will give a rate of one and one- 
third fare for the round trip. No certificate or receipt 
is necessary. Just buy a round-trip ticket, paying at 
the rate of one and one-third fare. 

7. — Bring your Bible. Take notes on what you 
hear. Be social. Take part in discussions. Pray 
much. Keep in mind your own school. 

[SBB RBVBRSB SIDB) 



(4.) The reverse of this attached card contains 
the credential : 
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Addresses, synopses of, 43. 
Advertising in program, 17. 
Aftbr the Convbntion— What ? 

75- 
Appeals, offerings and, x8. 
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Apportionment, denominational. 

Arrangements, local committee of, 

7- 
Assigning delegates, 55. 
Assignment blank, 51, 83. 
Assignment card, first entry, 54; 

filled out, 56. 
Assignment plan, 63. 
Assignments, committee on, 47; 

expediting, 60. 

Baggage and wraps, provision for, 

52- 
Boarding places, how selected, ao. 
BuUetin^oard, 32. 
Bureau of information, 31. 

Central committee, the, 8. 
Chairman of general committee, xx; 

duties of, II. 
Chairmen, the convention session. 

Check room, 31. 

Choir, convention, 39 ; public cho- 
rus, 39. 
Comfort of visitors, the, 31. 
Committee Meetings, 64. 
Committee on arrangements, local, 

COMMITTBE ON ENTERTAINMENT, 
THE, 14, X5, 20. 

Committee on Finance, The, X4, 
15, 16. 

Committee on Music,The, 14, 38. 

Committee on Places of Meet- 
ing, The, x4, 15, 30. 

Committee on Program, The, 14. 

Committee on Publicity, The, 
14, IS, 40. 

Committee on Pulpit Supply, 
The, 15, 45. 
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CoMMirTEB ON Rbcbption, Thb, 

X4, 27. 
Committee on Rbcreation,The, 

14,15,43. _ 
Committee on Transportation, 

The, 14. 
Committee on Ushers, The, 14, 

Coni^ence, questions for, 70. 

Contents, vii. 

Contributions, soliciting, x8. 

Convention, Presiding Officer, 
The, 67. 

Convention choir, 39. 

Convention expenses, how met, 16. 

Convention session, 13. 

Credential blank, securing the con- 
vention, 53. 

Credential card, 86, 87, 88, 89, 90, 
91. 

Deficit to be avoided, x8. 
Delegates, to be met at station, 27; 

one day, 60. 
Delegates and visitors, register of, 
^ 59- . 

Denominational apportionment, 17. 
Duties of general committee chairt 

men, xi. 

Emergencies and panics, 35. 

Enrolment card, 85. 

Entertainment, the committee on. 
14, 15, 2o; free, 20; Harvard 
plan, 20; self, 20; information 
securing, 47; special request 
for, 58. 

Entertainment blank, 83. 

Entertainment blank filled out, 57. 

Entertainment committee, weak 
point of, 34. 

Entertainment information, 24. 

Entertainment information enve- 
lopes for, 49. 

Entertainment plan, a practical, 47. 

Entertaining speakers, 23. 

Excursion profits, sharing of, 44. 

Exhibits, 73. 

Expenses, now met, x6. 
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Finance, the committee on, 14, 15, 
Free entertainment plan, 90. 

General Committee of Ar- 
rangements, The, 7. 

General committee of arrange- 
ments, chairman of, iz ; sub- 
committees, 14. 

Harvard plan, entertainment, aa 
Host, notifying the, 36. 
Hotel assignment blank, 84. 

Information, bureau of, 31. 
Instructions to delegates, 87, 90. 
Instrumental music, provision for, 

38- 
Introduction blank, 8x, 8a. 
Invitation, the, 2. 
Inviting the Convention, 1. 

Local convention, x. 

Local convention committee, 7. 

Meals, noon and evening, ax. 
Meeting delegates at stations, 37. 
Meeting-places for committee, ac- 
cessible, 65. 
Meeting the delegate, 53. 
Meetings of committees, 64. 
Music, the committee on, 14, 38. 

Newspaper reports, 41. 
Noon and evening meals, ax. 
Notifying the host, 26. 
Nurse, trained, at convention ses- 
sion, 31. 

Offerings and appeals, z8. 
One day delegates, 60. 
Organizing local committee, 7. 

Pages, 36. 

Panics, 35. 

Physician at convention session,3x. 

Places of meeting, the committee 

on, X4, X5, 30 ; caution, 30. 
Post-office, convention, 31. 



Practicax. Entertainment 

Plan, A, 47. 
Preface, v. 

Presiding officer of convention, 67. 
Program, the committee on, X4. 
Program, advertising in, X7; the 

making of a, 69. 
Program suggestions, ^x. 
Publicity, «ie comoaittee on, 14, 

Pulpit supplv, the committee on, 
S5> 45; buuik for record, 46. 

Reception, the committee on, 14, 

27. 
Reception committee, failure of, a8. 
Recreation, the commitiee on, 14, 

X5* 43- 
Register of delegates, 59. 
Registration, a8. 
Reporters, iut>vision for, 4a. 
Reserved seats, 35. 
Rest room, 31. 
Round-table discussion, questions 

for, 70. 

Self entertainment plan, aa 

Singing, leaders of, 38. 

Small Convention, The, 4 ; sub- 
committees, 5. 

Soliciting contributions, x8. 

Soloists, aS. 

Song booKs to be provided, 38. 

Speakers, photographs of, 42. 

Sub-committees of general com- 
mittee, 14. 

Telephone, use of, a6. 
Toilet facilities, 31. 
Transportation, the committee on, 
H- 

Umbrellas to be loaned, 31. 
Ushers, the committee on, 14, 34. 
Ushers for entertainment commit- 
tee, 61. 

Visitors, the comfort of, 31. 

Wash room facilities, 31. 
Writing desks, 31. 
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